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A. Delete any titles, prefixes, suffixes or other
descriptive information such as Mr., Mrs.,
Dr., Reverend, Partner, or Trustee.  Do
not delete suffixes which distinguish family
members such as Jr., Sr., III or IV.  Suf
fixes should be edited to follow the middle
initial (e.g. Doe\ John\L Jr).

B. Delete all punctuation (e.g., ‘JR.’ would be
submitted as ‘JR’).

C. Do not use the following words in fields:
a.   THE
b.   SEE ABOVE
c.   SAME AS ABOVE
d.   SAME
e.   COMPUTER  GENERATED
f.    SIGNATURE CARD
g.   NONE
h.   NON CUSTOMER
i.    CUSTOMER
j.    T/A
k.   VARIOUS
l.    OTHER
m.  N/A
n.   UNKNOWN

D. Spanish surnames.  Care must be taken in
formatting Spanish surnames as the names
are usually written in the order of first
name, father’s last name, and then
mother’s last name, i.e., Juan Vega
Santiago.  The father’s last name, Vega
would be used as the last name; however,
both last names should be retained.
Example:  Vega/Santiago/Juan.

E. Place a slash (‘/’) before each name
(including suffixes) except the first
surname (e.g., White/Elizabeth/A) but
not between compound names such as
‘Van Gogh’.

F. If  only the surname of  an individual is
present, then place a slash after it (e.g.,
Jones/).

G. If  a non-individual is listed, do not enter
slashes between names.  Delete the word,
‘The’ whenever it appears.  Drop the
subdivision name (e.g., ‘The First National
Bank of  Chicago-Manchester Branch’ will
be ‘FNB of  Chicago-Manchester’).
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